
MOWING, MAINTENANCE and/or JANITORIAL CONTRACT SOLICITATION
Preparation Checklist for Sealed Bid Procurement

CELRL-OP-TO

Lake/Lock Name: ___________________________ PR&C No.: ___________________________
LRD CME Approval: approval for Service Contract requests over $25,000.00 must be completed in advance and attached
with this solicitation packet.  Visit: https://intranet.lrl.usace.army.mil/op/default.asp?mycategory=187 for a copy of the form,
samples and complete instructions about this requirement.

X Item # Checklist Item
1 CREATE FUNDED PR&C IN CEFMS

A Line Items should correspond with Work Category Codes. FRM, Rec and ENS expenditures should be
reflected per line item (per Operating Budget/P2 for O&M).

Most, but not all, lake contracts will charge to only 2 Work Category Codes, and thus have only 2 Line
Items on the PR&C.  For instance:
Line Item 1 = 2008 Mowing Services, Patoka Dam
(Line Item 1 would be  charged to Work Category Code 60210)
Line Item 2 = 2008 Mowing Services, Patoka Rec Areas
(Line Item 2 would be charged to Work Category Code 60511)

Most locks & dams contracts will charge to 1 Work Category Code and would have only 1 Line Item on
the PR&C:
Line Item 1 = 2008 Mowing Services, Green River L/D 1
(Line Item 1 would be charged to Work Category Code 60110)

B Method of Accomplishment = C2 CONTRACT - OUTSIDE GOVERNMENT

C (SPS) Contract Use Indicator = Y LINE ITEM WILL BE AWARDED IN PD2

D Resource Code = OTHCONSVC

E Unit of Measure = LS

F
Unit Price = Enter the Line Item Total, which will be for the period of services.
After FY2007 :  All new contracts will NO LONGER have a Continuing Funds Clause -- obligate the
money needed to cover services accordingly and per P2 guidance from OP-M.

G Min. Remarks in the PR&C:
1. This amount is for mowing services in base year 2008. Please include 4 option years thru CY 2012.
(NOTE:  You make the option years decision at your lake/lock -- can go with 1-4 option years for a total
of 5 years on the contract)
2.  This is sealed bid, best value procurement.
3.  Detailed Government Estimate will be provided prior to bid opening.
4.  Detailed specs and drawings will be delivered to CT during the week of  ____________
(NOTE:  You fill in the blank at the lake/lock level depending on when you expect to transmit them to
District Office).  E-mail remains the preferred method for delivering all solicitation package items.
5.  Wage rates will be provided electronically prior to posting of solicitation package.
6.  Please set up Obligation so that receiving reports can be done on DD Form 1155.

H Notify as usual that the FUNDED PR&C is ready for approvals.

2 SPECIFICATIONS

A
Bid Sheet:
Bid Items and Estimated Quantities are included for each contract line item based on CALENDAR
years.  A separate line item is required for the base year and each option year.
(Please note:  The funding will be done behind the scenes on a FISCAL year basis, but the contract can
be set up for bid items on a CALENDAR year basis like we always have).  Review 'year' needs with the
CT buyer due to P2 and Operating Budget restrictions where necessary (ex. Gate attendant contracts).
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B Specification paragraphs are consecutively numbered.  Pages are NOT numbered

C Table of Contents reflects all major headings within the specs.

D All word files suitable for conversion to PDF Format. (See Tips on Operations Intranet Page for Service Contracts)

3 MAPS
A All contract areas covered.

B Maps numbered consecutively, i.e., Map 1 of 5, Map 2 of 5, etc.

C Legends included on maps denoting maintenance and/or mowing limits.

D All maps are of GOOD QUALITY and have been scanned or electronically generated.

4 EXHIBITS -
Visit https://intranet.lrl.usace.army.mil/op/default.asp?mycategory=155 for all samples

A Index of Exhibits Included in Specifications (See sample on Operations Intranet Page for Service Contracts)

B Excerpts from Service Contract Act Directory of Occupations (Can be pulled from sample on Operations Intranet
page for Service Contracts)

C Word version of Contract Discrepancy Report DA 5479R (Can be pulled from sample on Operations Intranet Page
for Service Contracts)

D Bidder Statement of Contract/Work Experience (Can be pulled from sample on Operations Intranet page for Service
Contracts)

5 TRANSMIT DOCUMENTS VIA E-mail TO INITIATE SOLICITATION

A Identifying any clauses that need to be added by CT.  Be Sure not to duplicate information.

B PR&C Number Included in E-mail Transmitting Documents & Exhibits.

C ALL DOCUMENTS AND EXHIBITS TO BE TRANSMITTED DIRECTLY TO CT IN ELECTRONIC
FORMAT and a Cc: Denise Rouse and Linda Spears (OP-TO)

6 SUBMIT WAGE RATE REQUEST

A Coordinate with the CT buyer handling your procurement to find out when the Solicitation will be posted on the
Internet

B About a week prior to internet posting, submit wage rate request online per PMBP Manual instructions
and information located on the Operations Intranet Page for Service Contract.

SF 308: https://lrlap06imwas.lrl.ds.usace.army.mil/sf308
SF 98: https://lrlap06imwas.lrl.ds.usace.army.mil/sf98/

C
Send E-mail to Anita Chadwell and Ruschell Greer, OC, advising that your wage rate request has been
submitted, and ready for her action (Anita will then pull the wage rate determination from the Internet
and send it electronically to CT. Be sure to reference your PR&C number in on the wage rate request
and your Email message to Anita so that she can send the wage rate to the appropriate buyer in CT).

7 GOVERNMENT ESTIMATE
Must be submitted to CT prior to bid opening. (See Sample on Operations Intranet page for Service Contracts).  E-
mail Electronic Format to your CT buyer.

8 SMALL BUSINESS COORIDINATION RECORD

A DD 2579 - Prepare a DD 2579 form and submit to SBA for all contracts over $10,000.00 (Base + all
option years). http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage1959.html

B
FY07 forward: NAICS Code (Choose Carefully) - Confer the choice with your CT buyer before sending
the form forward to SBA.

- for mowing services ONLY - it falls under "landscaping" and you have to do a sole source to
an 8A, hub-zone or disabled Veteran owned business.

- for facilities maintenance services - if can be competed and set aside for small businesses.
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MOWING, MAINTENANCE and/or JANITORIAL CONTRACT SOLICITATION 
Preparation Checklist for Sealed Bid Procurement 

  CELRL-OP-TO   

  Lake/Lock Name: ___________________________   

  PR&C No.:  ___________________________   
LRD CME Approval

  :  approval for Service Contract requests over $25,000.00 must be completed in advance and attached   

  with this solicitation packet.  Visit:   
https://intranet.lrl.usace.army.mil/op/default.asp?mycategory=187
 for a copy of the form, 

  samples and complete instructions about this requirement.   
X 
Item # 
Checklist Item 
1 
CREATE FUNDED PR&C IN CEFMS 
A 

  Line Items should correspond with Work Category Codes.  FRM, Rec and ENS expenditures should be 
reflected per line item (per Operating Budget/P2 for O&M).   

  Most, but not all, lake contracts will charge to only 2 Work Category Codes, and thus have only 2 Line 
Items on the PR&C.  For instance:   

  Line Item 1 = 2008 Mowing Services, Patoka Dam   
(Line Item 1 would be  charged to Work Category Code 60210) 

  Line Item 2 = 2008 Mowing Services, Patoka Rec Areas   
(Line Item 2 would be charged to Work Category Code 60511) 

  Most locks &  dams contracts will charge to 1 Work Category Code and would have only 1 Line Item on 
the PR&C:   

  Line Item 1 = 2008 Mowing Services, Green River L/D 1   
(Line Item 1 would be charged to Work Category Code 60110) 
B 

  Method of Accomplishment = C2 CONTRACT - OUTSIDE GOVERNMENT   
C 

  (SPS) Contract Use Indicator = Y LINE ITEM WILL BE AWARDED IN PD2   
D 

  Resource Code = OTHCONSVC     
E 

  Unit of Measure = LS   
F 

  Unit Price = Enter the Line Item Total, which will be for the period of services.   
After FY2007
:  All new contracts will NO LONGER have a Continuing Funds Clause -- obligate the 
money needed to cover services accordingly and per P2 guidance from OP-M. 
G 
Min. Remarks in the PR&C: 

  1.  This amount is for mowing services in base year 2008.  Please include 4 option years thru CY 2012.  
(NOTE:  You make the option years decision at your lake/lock -- can go with 1-4 option years for a total 
of 5 years on the contract)   
2.  This is sealed bid, best value
procurement. 
3.  Detailed Government Estimate will be provided prior to bid opening.   
4.  Detailed specs and drawings will be delivered to CT during the week of  ____________  

  (NOTE:  You fill in the blank at the lake/lock level depending on when you expect to transmit them to 
District Office).  E-mail remains the preferred method for delivering all solicitation package items.   
5.  Wage rates will be provided electronically prior to posting
of solicitation package. 
6.  Please set up Obligation so that receiving reports can be done on DD Form 1155.   
H 
Notify as usual that the FUNDED PR&C is ready for approvals. 
2 
SPECIFICATIONS 
A 
Bid 
Sheet: 

  Bid Items and Estimated Quantities are included for each contract line item based on CALENDAR 
years.  A separate line item is required for the base year and each option year.   
(Please note:  The funding will be done behind the scenes on a FISCAL year basis, but the contract can 
be set up for bid items on a CALENDAR year basis like we always have).  Review 'year' needs with the 
CT buyer due to P2 and Operating Budget restrictions where necessary (ex. Gate attendant contracts). 
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B 
Specification paragraphs are consecutively numbered.  Pages are NOT numbered 
C 
Table of Contents reflects all major headings within the specs. 
D 

  All word files suitable for conversion to PDF Format.  (See Tips on Operations Intranet Page for Service Contracts)   
3 
MAPS 
A 
All contract areas covered. 
B 
Maps numbered consecutively, i.e., Map 1 of 5, Map 2 of 5, etc. 
C 
Legends included on maps denoting maintenance and/or mowing limits. 
D 
All maps are of GOOD QUALITY and have been scanned or electronically generated. 
4 
EXHIBITS -  
Visit 
https://intranet.lrl.usace.army.mil/op/default.asp?mycategory=155
 for all samples 
A 

  Index of Exhibits Included in Specifications (See sample on Operations Intranet Page for Service Contracts)   
B 

  Excerpts from Service Contract Act Directory of Occupations (Can be pulled from sample on Operations Intranet 
page for Service Contracts)   
C 

  Word version of Contract Discrepancy Report DA 5479R (Can be pulled from sample on Operations Intranet Page 
for Service Contracts)  
D 

  Bidder Statement of Contract/Work Experience (Can be pulled from sample on Operations Intranet page for Service 
Contracts)   
5 

  TRANSMIT DOCUMENTS VIA E-mail TO INITIATE SOLICITATION  
A 
Identifying any clauses that need to be added by CT.  Be Sure not to duplicate information. 
B 
PR&C Number Included in E-mail Transmitting Documents & Exhibits. 
C 
ALL DOCUMENTS AND EXHIBITS TO BE TRANSMITTED DIRECTLY TO CT IN ELECTRONIC 
FORMAT and a Cc: 
Denise Rouse
 and 
Linda Spears
 (OP-TO) 
6 

  SUBMIT WAGE RATE REQUEST   
A 

  Coordinate with the CT buyer handling your procurement to find out when the Solicitation will be posted  on the Internet  
B 

  About a week prior to internet posting, submit wage rate request online per PMBP Manual instructions 
and information located on the Operations Intranet Page for Service Contract.   
SF 308
:  
https://lrlap06imwas.lrl.ds.usace.army.mil/sf308
SF 98
:    
https://lrlap06imwas.lrl.ds.usace.army.mil/sf98/
C 

  Send E-mail to Anita Chadwell and Ruschell Greer, OC, advising that your wage rate request has been 
submitted, and ready for her action (Anita will then pull the wage rate determination from the Internet   

  and send it electronically to CT.  Be sure to reference your PR&C number in on the wage rate request 
and your Email message to Anita so that she can send the wage rate to the appropriate buyer in CT).   
7 
GOVERNMENT 
ESTIMATE 

  Must be submitted to CT prior to bid opening.  (See Sample on Operations Intranet page for Service Contracts).  E- mail Electronic Format to your CT buyer.    
8 
SMALL BUSINESS COORIDINATION RECORD 
A 
DD 2579
 - Prepare a DD 2579 form and submit to SBA for all contracts over $10,000.00 (Base + all 
option years).  

  http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage1959.html  
B 
FY07 forward

  :  NAICS Code (Choose Carefully) - Confer the choice with your CT buyer before sending   
the form forward to SBA. 
- 
for mowing services ONLY
 - it falls under "landscaping" and you have to do a sole source to 
an 8A, hub-zone or disabled Veteran owned business. 
- 
for facilities maintenance services
 - if can be competed and set aside for small businesses. 
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